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Screenshots

The UX design of ADITO is continuously 
optimized for you. There may therefore be 
deviations in the screenshots.
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▪ Overview

▪ Create a serial letter

▪ Preview of the serial letter

▪ Recipient management

▪ Create letter for individual recipient

▪ Create letter for all recipients

▪ Add recipients subsequently

▪ Manage documents

Agenda

3



▪ A serial letter is used to send a letter to
many recipients.

▪ Recipients can be Contacts or Companies 
that are active.

▪ In the tab „360 Degrees“ in the Context 
„Contact“ or „Company“, all linked serial 
letters are displayed.

▪ The communication settings of a Contact or 
Company are to be taken into consideration.

Overview

Serial letter 
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Serial letter: participation confirmation

Document template with placeholders

Personalized letter for all participants

Recipients



Creating 
dataset

serial letter

Recipient 
administration

Print/
dispatch

▪ When creating a serial letter, select a document template.

▪ You can add multiple recipients to a serial letter at once using the serial 
action in the filter view of the “Contact” or “Company” contexts.

▪ You can add individual recipients using the “Add to serial letter” action 
(preview of Contact/Company) or in the “Recipients” tab in the serial 
letter.

▪ You can only add active contacts/companies to the serial letter.

▪ To send the letter, either create a document containing the letters for all 
recipients or download the letter for a single recipient.

Procedure of creating a new serial letter

Serial letter
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Create new

Serial letter
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Here, a document template is 
selected, which already consists
of the final content of the letter.

User-defined templates:
▪ Either re-upload the file that was 

previously downloaded and edited or
▪ Upload a new file (ODT format).

If the selected document template 
should be viewed and/or edited, it
can be downloaded through the 
Action „Download template“ and 
be locally opened for editing.



Serial letter
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In the Header, name, status and the following 
specific Actions are displayed:

Generate letter

Download letter

Download template

The area Details shows: 
▪ Name of the document template
▪ Status 
▪ Description

Preview



The recipients are displayed in 
the equally named tab in the 
serial letter. Here, you have the 
option of adding individual 
recipients (active Companies 
or Contacts) or removing them
using the delete button.

Recipient administration in the tab „Recipients“

Serial letter
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Adding recipients by Serial Action

Excursus to the Contexts „Contact“/“Company“
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In the filter view of Contact/Company, click on the 
"Add to serial letter" serial action to include the 
selected filter results in the serial letter.



Adding recipients by Serial Action

Excursus to the Contexts „Contact“/“Company“
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This displays how many
recipients have already
been added to the serial 
letter and the number it
will be after adding them.

Selection of the 
previously created 
datasets in the Context 
„Serial letter“.

In Hint, you will be informed 
of the number of new 
recipients added to the serial 
letter, as well as any recipients 
who could not be added (due 
to already being on the list or 
having an advertising ban).



Add recipients via filter

Serial letter
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This action opens a SmallEdit where you can select from all 
saved filters from the “Contact” and “Company” contexts. 
Once you have selected a filter, SmallEdit will inform you how 
many contacts/companies from the filter will be added as 
recipients and how many will not.



▪ The icon shows that an 
advertising ban for the 
channel „Address“ has been
set in Contact/Company“. The 
recipient will therefore not be 
added in the serial letter.

▪ The icons or show that for 
this contact or company, no
address has been added.

Recipient management in the tab „Recipient“

Serial letter
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All recipients with advertising ban
can be removed from the serial 
letter with the Action „Remove 
recipients with advertising ban“.



Download an individual letter

Serial letter

13

Select a recipient and click on the
button to download this single letter 

for control and further processing.



Create and download letter

Serial letter
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1. Click on the Action „Generate letter“ to generate the letter 
with all recipients (the process runs in the background). As 
soon as the letter is ready for download, you will be notified.

2. Click on the button to download the letter. 
Or open the Context „Notifications“ (see next slide).



Context „Notifications“: download letter

Serial letter
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Select the required letter 
and click on the 
button to download it.



More recipients can be added subsequently to the serial 
letter.

As soon as something changes with the recipients, the serial 
letter has to be newly created and downloaded.

➢ The existing version of the serial letter in the 
"Documents" tab will be replaced by the latest version.

Adding recipients subsequently

Serial letter
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This tab includes the latest versions of the serial letter, which contains all personalized letters for 
the recipients.

Managing documents

Serial letter
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Template document:
The template document is only stored in the 
“Documents” tab if the template has been 
individually edited and uploaded in this serial 
letter. If the template is used from the 
document templates, it is not stored here.

Completed serial letter



Adjusting status

Serial letter
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After the serial letter has been sent, 
set the status manually to „Sent“.



This document is subject to copyright protection. Therefore all contents may only be 
used, saved or duplicated for designated purposes such as for ADITO workshops or 
ADITO projects. It is mandatory to consult ADITO first before changing, publishing or 
passing on contents to a third party, as well as any other possible purposes.
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